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MEMORANDUM FOR:  AD/CD

THRU: Q14 Top Sesret Control Officer
Chief, General Services

25X1A9a FROM: _ Organization and Methods ﬁm::er-

25X1A%a
SUBJECT Interim Report on Survey of CIA Top Seoret
Control Systen

I. Objectives of Survey.
II, Btatus of Survey,
111, Interim Recummendatiens,
IV. Proposed Schedule for Remainder of Survey,

I,

8. HRsoommendation of Mathoda fort
{1) Inventory of all Top Secret Documents;
{2) Review of Dosuments for Purposes of Downgrading;

{3) Aesuring Proper Degree of Control of Top Searet
Bosumenta, both Central and Ares,

b, Appralsal of Staffing Requiremente for Central Top Searet
Control Offioce.

¢. Reocommendations Conoerning Work !&ﬁhoda in Central Top
Searat Control Offioe,

d. Recommwhdation on Procedures used in Aves Top Seavet
Control Stations.
IX, gtatus of Survey.

The examiner has spent ten working days, to date, in tha Central
Top Searet Control Office reviewing the responsibilities of the
office, the methods of operation, the workload, and the basklog,
Recommendations contained in this Interim Repert will be confined,
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therefore, tc the Central Top Seeret Control Office, The examiner
has been most faverably impressed with the efficiency, initistive,
and cooperativensss of the staff of the Central Top Beeret Control
Office, Each member of the staff is trained to perform all duties
of the pffics vhen reocsssary slthough specifio duties have been
allesated for normal operation, There is a singular lack of
duplication of effort, records, eto. The supervisor constantly
revisws office procedures to insure up-toedate methods of opers-
tion, The weaknesses and/or omlssions in the vork methods of
this office seen to stem oampletsly from a lask of personnel,
plus the tuild-up over a parioed of years of s backlog of files
?.:;;.al which must be identified, recorded and stored or des-

o .

111,

Listed below is a report of progrese made, to date, toward
realization of the sbjsctives of the survey,

ﬁ} antoxy.~«Cannot be undertaken without additional
steff in Central Top Seerot Control Office (ses
111, b., (2)). |

{2) BRav

(3)

intelligence reports and all doguments from outaide
agenaoles rests with the Central Top Secret Control
Office., These documents are identified by Gedigit

CIA dooument mumbers, If the document is tronsmitted
by an Avea Statlon to another Meea or to an ocutside
ageney, the transaction is listed in the weskly Area
log, a copy of whioh is forwsrded to Central Top
Bearst Control. In order to have semplete central
aontrol of & 6-digit dooument, each transsation

should be posted from the Aree log to the Central Post-
ing Reaord vhich conimins the history of each copy
numbar of each Top Secret dooument. Due to a short~
age of staff, tranamiseion of a dosument of the &edigit
serien beyond the original resiplent is not recorded,
Hense, central control is not complete and, while

this omission of posting 1s not a security violation,
location of a document involves a time-consuming search
of records and a series of tracer calls, Additional
staflf to perform this weekly posting funetion would

be a considerabls m@wﬁmng egonomy and
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would greatly facilitete pericdie inventories,

(b) Initial control and disseminaticn of dosuments

: eriginated in an Ares rests with the ires Top
Seoret Control Offfecsr. These documents are
identified by 5-digit CIA dooument numbers.
All trensactions wherein such a dogument moves
eut of an Area to another Ares, Anternally from
office to offiee, or to an cutaide agency are
entered cn the weekly Area log. Central Top
Searet Control posts all sush transacticms %o
& Posting Record, Copies of all such documents
{with the exception of sensitive material which
by prior determination should be seen by & limi-
ited fey) should be sent to Oentral Top Secret
Control for record. At present, only abeut 20
per cent of these documents are sent forward,
Central 7SC lacks persomnel to permit followsup
to obtain thess documents,

(s} The examiner and the CTHC Officer are at present
developing a system for followsup on s document
transmitted from an Ares to sssure that it has
reached its destination within a ressonsbls tims,

 The suspense and followwup will be based on the
Area logs,

or (8«4 be initisted for the Central TSC office as an
additional olerk, to enable this offios to (a) estsblish
8 complete posting operation, (b} follow-up on trans-
aisaion of doouments and submission of record aoples

by iress, (o) have source (Intellofax) cards prepered
on sach document, (d) eliminate overtime work currently
necsseary to keep abreast of daily workload.

{2) It %8 recommended that the Personnel Office be requested
to provide two elerks on detail from elaevhere in CIA
for a peried of three months to essist the Cenmtral Top
Seerst Centrol Office in a physiocal inventory of all
Top Secret doouments from the inceptien of CIA %o the
present time, initiation of a reviey of dosuments for
purposes of downgrading, and elimination of a backlog
of mierofilms and obsclete documents which ghould be
satalogged, storsd or destroyed,
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{3) It is suggested that after completion of the abuve
work and re-alignment of duties as a result of one
permanent addition to the staff, ancther brisf survey
be made toc determine whether staff is adequate to
sarry on the curreat vork, permit periodie inventories
and revievs of documents, and pericdic viaits by the
CTSC superviscr to Ares Ststions to insure proper Area
sontrol of doouments and uniformity of operation.

e. Hork Methods in Central Top Seeret Copirel Office,

Froquent contacts are nscessary betwsen this office and
the Liaison Division and the Analysis Branch of the Library in
daily operation, The latter offices will meve to another bullde
ing in April, Henoce, s nev daily schedule for these sontacts is

The examiner has ¢srefully exsmined easch prosedure, form,
filing system, ete, and has made only minor sugzestlons for
improvenent, In collaboration with the Central Top Searet
Centrel Officer, the posmibilities of use of IBM eards, come
bination of certain records into one form, more extensive use
of rubber stamps, ota, have been thoroughly investigated. The
CTSC Officer has develeped improved Posting Records and Cover
Sheets which will be submitted separately.

A eystem of "flagging” the Posting Record with colored
tabs to replace several suspense files presently in use lis

The examiner has preparad a rather detailed listing of
functions performed by the Central Top Secret Control Office in
the prossss of this survey, from which a Procedures Manual could
be preparsd if the addressees approve. It is believed such a
manual would be useful to Area Stations and in the training of
new personnel.

T4 is recommended that the examiner be inmstruoted to pro-
ceed immediatsly to a survey of Area Top Seeret Comtrol Statloms
for the purpose of (1) reporting on procedures and degree of
control in each Area, {2) proposing & uniform system with the
necsssary degres of flexibility in each Area, {3) assisting in
solution of unique problems by Area,
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a, Survey of Area Top Seuret Control Stations,
b. Preparation of Procedures Manmual,
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